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GETTING STARTED ON LCPTRACKER

If you are a prime or subcontractor on federal-aid highway projects with
the North Dakota Department of Transportation (NDDOT), you need to begin
moving to the automated filing of Certified Payroll in LCPtracker, an online labor
compliance system. In the future, we anticipate that all Davis-Bacon payrolls will
be done online, through LCPtracker. In the Construction season of 2016, use of
this system is voluntary, but NDDOT encourages contractors to begin using the
system now, when so many resources are available to help with the adjustment
to the new system.

The Initial Steps to Using LCPtracker:

1. Get a contractor account set up on LCPtracker by calling (701) 238-2605.
This will take no more than 5 minutes. Have company name, address,
email of payroll person, tax ID and telephone ready, and it will go even
faster. Setting up this account does not obligate you to file electronically,
but it gives you the option and it allows you to practice using the system.

2. For Prime Contractors Only: You will need a Prime Approver account for all
projects from which you are the prime contractor. You can set up a
different individual for each project, or the same person for all and this can
be the same person who certifies your payroll. Once you have designated a
person who is typically your Prime Approver, this person may find projects
are automatically placed on the Prime Approver account as they are
awarded. If we fail to do this, please call and alert us that you are ready to
go on the project and need the Prime Approver account designation
immediately.

3. Two Accounts for Primes? If you find yourself confusing your accounts,
remember that your user ID for the contractor account is your central
telephone line, while your user ID as Prime Approver is your complete
email. Note: You can set up additional persons on the contractor account
by setting up emails as user IDs. DO NOT set up your intended Prime
Approver this way — the system will not allow the same email to be set up
with two different statuses. The email used for the Prime Approver
account cannot be used elsewhere in the system.




4. Subcontractors: If you are a subcontractor on a project, it should appear on
your project screen (first screen after you sign on). If not, contact the
Prime contractor on the project and ask to be assigned to the project.

5. Manual Entry or Interface: You must decide whether to use the manual
method of inputting payroll or to create an interface with your accounting
program, or to use an Excel spreadsheet as an interface. If you consistently
have fewer than 15 employees a week on payroll, you can consider simply
inputting payroll each week. LCPtracker estimates that after the set up and
learning phase, you can do this in 30 minutes. If you have more employees,
you should look into either an interface or the Excel spreadsheet method
for uploading payroll from your accounting system.

6. Editing Payroll: As you input or upload payroll, you can leave and come
back to the task. You can edit uncertified payroll easily, and after
certification, you have a period of 60 days in which to freely amend payroll.
After this period, you must ask the Prime Approver or the Wage
Administrator (Gail Brown at 701-238-2605) to allow an edit of the certified
payroll.

7. Throughout this manual, look for the orange arrow (<:I) to guide your
use of the screen in LCPtracker.

To follow is information on each of these steps and tasks.



SECTION 1 - SETTING UP AND MAINTAINING CONTRACTOR ACCOUNT

1. Call (701) 328-2605 to set up a contractor account. You will need the following information
Company Name

Federal Tax ID

Central office telephone number (becomes contractor ID)

Union/nonunion status

Contact Name

Contact Email

Company Address

Standard for overtime (8 hour day or 40 hour week)

Sm o o0 Ty

Note: You might want other information on this page on your certified payroll, and if so,
feel free to fill it out. But only those fields that have red asterisks (*) are required. The final
section on DBE certification, leave blank. This function will be completed in B2GNow.

2. Maintaining your contractor account: If you go to the Set Up tab and hit the Company
Information button:

Add/Edit Employee Company Information Add/Edit Craft Name

Fringe Benefits Maintenance Copy Employees Add/Edit Work Order

Subcontractor Setup Add/Remove County Malch Add/Edit Additional Users

Edit Login Password Add/Remove Craft Maich

Edit/Reset eSignature Add/Remove Project Match

3. You can change any of your company information, but you cannot change the 10 digit
Telephone Number assigned as the User ID. (The NDDOT does not use Contractor License
Number in this area.) If this must be changed, call (701) 328-2605. All other information may be
changed (see following page).




Projects ecords | | ertifica | Repo ! eD 2 Set Up Daily Reporter LCPcertified

‘Add or Edit Contractor Information JEdit Mode!

To add a new contractor, enter information and save To edit an existing contractor, select it from the list first
You can view all the contractors in the system. You can only edit your own data after it has been entered

Company Name (Contractor) *
Brown Construction Company

Federal Tax ID Number * D-U-N-S Number ~ PWCR Number
45-678910 |

Contractor License No. or 10-digit Phone Number *  Contractor License Expining Date  Status
505-463-0175 =
Contractor License (To Display on Certified Payroll)

505-463-0175

Insurance Certificate Number  Specialty License Number  Local Business (City) License

Motor Carrier Permit Number  Worker's Compensation Policy Number

UnionStatus* [ section 3 Business
[Non-Union[¥] 3 Non.Construction Contractor

Ethnicity Type of Trade

I v Repair v
Principal Name Principal Title

Contact Name *

Gail Brown

Phone Number * Contact Fax

505-463-0175

gailannbrown@aol.com

4. Remember to hit the Save button if you make changes.

5. You will always sign in at www. Icptracker.net. If you lose or forget your password, hit the
Password Help button.

Y~ [ 19 hitps://prod o O~ I_!_"E' I LCPtracker © 2003 - 2013 ... x[!

Fle Edit View Favorites Tools  Help

Login to LCPtracker

o RETY

Password Helg

© 2003 - 2015. LCPracker, Inc. All Rights Reserved.




6.

If you know your password, but wish to reset it, go to the Set Up tab, and hit the “Edit Login
Password” button.

- B2GNOW

2. Notices 3. Certification Reports eDocuments ‘ Daily Reporter I LCPcerfified '

ORTH DAKOTA DOT

Add/Edit Employee Company Information Add/Edit Craft Name
Fnnge Benefits Maintenance Copy Employees Add’/Edit Work Order
Subcontractor Setup Add/Remove County Maich Add/Edit Addrbonal Users

m Add/Remove Craft Match
Edit/Reset eSignature Add/Remove Project Match

© LCPtracker, Inc. All rights reserved

7. This will take you to the following screen, which will allow you to reset your password:

portataon

ORTH DAKOTA DOT - B2GNOW

2_ Notices 3. Certification eDocuments Daily Reporter

Password Rules:
+ Muslt be at least 6 characters long.

« Must contain at least one lowercase and cne uppercase lefter.

User Name: 505-463-0175
Current Password

New Password Repeat Password

Cancel Save

LCPtracker recommends that you create a password with the following characteristics:
+ At least 8 characters long.

+ Contains at least one lowercase letter, one uppercase letter, one digit (0-9), and one special character like @#$%"&+=.




SECTION 2 - SETTING UP SUBCONTRACTORS

1. As a Contractor (Prime or Sub), you have the ability to input your subcontractors into the
system. As a general rule, all registered contractors should already be in the system and should
appear in the “drop down” menu of contractors. Therefore, the NDDOT asks that you not input
(or “add” subcontractors). While the system gives you the ability to do this, the NDDOT requires
that all subcontractors be registered. So, call (701) 328-2605 if your intended subcontractor
does not appear on the drop down.

2. Most often, you will add an existing subcontractor to your project, which the system refers to as
Contractor Assignment. Go to the Set Up tab and then hit “Subcontractor Setup” button.

[ORTH DAKOTA DOT - B2GNOW

Projects 1. Payroll Records | 2. Notices | 3. Certification ” Reports ’ eDocuments Daily Reporter LCPcertified

Setup Main Menu

Add/Edit Additional Users

3. The Subcontractor Setup screen will give you the option to either “Add/Edit Subcontractor” or
“Subcontractor Assignment.” Hit the “Subcontractor Assignment” button.

IORTH DAKOTA DOT - B2GNO

1. Payroll Records ‘ 2 Notices ” 3. Certification ” Reports ‘ eDocuments ' , Daily Rep

Add/Edit Subcontractor
Subcontractor Assignment

4. At this point, the following screen will appear:



Projects 1. Payroll Records 2_Notices 3. Certification Reports

eDocuments

Daily Reporter

Contractor Assignment

[Add New Assignment |
Select a department
|—- All Departments —-Ivl
Select project to display
Select contractor to display
[ Select contractor / all contractors 2 ]

Contractor | "'COntl'act ID‘ 'Date Ass'ned 'Contmct Amount
Test Project| 3D Specialties Brown Construction Company 02/16/2016 $1.00
Test Project| Anderson Western, Inc. Brown Construction Company 02/16/2016
Test Project| Border States Paving, Inc Brown Construction Company 02/16/2016 $1.00
Test Project | Central Specialties. Brown Construction Company 02/16/2016 $1.00
Test Project | Dakota Fence Company Brown Construction Company 02/16/2016 $1.00
Test Project| Dakota Underground Company | Brown Construction Company 02/18/2016 $1.00
Test Project | Diamond Surface, Inc. Brown Construction Company 02/16/2016
Test Project | Industrial Builders, Inc. Brown Construction Company 02/16/2016
Test Project | Knife River Materials Brown Construction Company 02/16/2016 $1.00
Test Project | Knife River North Dakota | Brown Construction Company 01/21/2016 $0.00
Page[1] 2 3

You will want to hit the “Add New Assignment” button.

5. The Add Assignment screen will appear. Select your project, and you will then be asked to
select a contractor to be assigned. This drop down function should list all registered
contractors, but it occasionally does not. If your intended subcontractor is not listed, call (701)
328-2605. Otherwise choose your intended subcontractor, indicate a start date and a contract
amount and hit “Save”.

Add Assignment

Select a department

-- All Departments --[v|

Select a project

Test Projectll v

Contractor to be
[ PciRoads, LLC -]

Start Date * End Date Contract ID Responsibility Code
03/20/2016_|[F [ B |

Contract Amount

1000001.00

Notes

Cancel Save

6. Your subcontractor should now appear on the Contractor Assignment Page:

9



Select a department

|-- All Departments --|v|

Select project to display

Select proje v

Select contractor to display

Project Contractor Sub To Contract ID Date Assigned Contract Amount
Test Project | 3D Specialties Brown Construction Company 02/16/2016 $1.00
Test Project | Anderson Western, Inc. Brown Construction Company 02/16/2016
Test Project | Border States Paving, Inc. Brown Construction Company 02/16/2016 $1.00
Test Project | Central Specialties Brown Construction Company 02/16/2016 $1.00
Test Project | Dakota Fence Company Brown Construction Company 02/16/2016 $1.00
Test Project | Dakota Underground Company | Brown Construction Company 02/18/2016 $1.00
Test Project | Diamond Surface, Inc Brown Construction Company 02/16/2016
Test Project | Industrial Builders, Inc. Brown Construction Company 02/16/2016
Test Project | Knife River Matenials Brown Construction Company 02/16/2016 $1.00
Test Project | Knife River North Dakota Brown Construction Company 01/21/2016 $0.00
Page 1 2 3

Add New Assignment I Cancel I

If for any reason your new subcontractor is not listed, please go through the “Add New
Assignment” function again. If you are still experiencing problems, call (701) 328-2605.

10



SECTION 3 - ADDING EMPLOYEES

1. If you plan on entering your payroll manually, you will need to initially add all employees
before beginning the entry of payroll. You will only have to enter an employee once on your
account, regardless of the number of projects — that is, an employee will be assigned to you as a
contractor, and not to the project. Please note: if you use an interface to upload payrolls,
employees should be uploaded automatically.

To input employees manually, go to the Set up Tab, and hit the “Add/Edit Employee” button:

[ORTH DAKOTA DOT - B2GNOW

1. Payroll Records || 2. Notices | 3. Certification § Reporis || eDocuments RV

LCPcertified

Daily Reporter

Add/Edit Employee Company Information

You will then see a screen for adding employee information. In the first section, input the name,
address, city, state and zip for the employee. Under “SSN,” input XXX-XX-last 4 of the Social
Security number. You will need to assign your employee an additional number as “Employee ID”
— this could be a letter or number or any combination as long as it is unique to each employee.
You need to input # of exemptions, ethnicity, gender and date hired (this is used to do an EEO
Report — use original date of hire if employee is seasonal). You should also input a telephone
number — put 999-999-9999 if the employee has no phone, but something must be input into
this box. All other information in this section is discretionary — you can put it in, but you are not
required to. (Please see following page.)

11



O iy T —

Select an Employee
| BERGINSKI,... X v

l - Add/ Edit Employee Information

First Name * Last Name *

GREG BERGINSKI

Address 1* Address 2

505 6th St.

Ciy* State * Zip*
Rugby |ND - NORTH DAKOTA 58368
SSN* ) Employee ID *

XXX-XX-1234 1

Exemptons *  Status Ethnicity * Veteran Status

3 |active  [v| |NATIVE AMERICAN [v| |Not a Veteran
Date Hired * _ Date Fingerprnted__ Phone Numbr *

12/5/2015 [ E® 701-555-1234

Driver’s License State Dnver's License Worker's Comp Code Electrician License
|NORTH DAKOTA

Gender * Hiring Source [0 Disadvantaged

= M Owner/Operator
Male Not Required|Vv
l M = M [ I certify that this employee is |9 verified

IvDemogr;ﬁcGassiﬁcahons

I + HUD Section 3 Information

Section 3 Last cay at Section 3 Residency Status
CR— =

\ « Apprentice Information

Apprentice ID Apprentice Rate Percentage  Apprentice Period/Level Al_pEptenich raining Program

You may skip the Sections on “Demographic Classifications” and “HUD Section 3 Information.”

Add Classification

+ HUD Section 3 Information

Section 3 Lastd ion 3 Residency Status

(wopa]

i g |as

If you have a USDOL Apprentice working on the project, you will want to fill out the following section on
“Apprentice Information.” You will want to fill in the Apprentice ID, Rate Percentage, and Apprentice
Registration Date. Please note: Do not use this section for OJT Trainees — there are special Job
Classification Sections for these trainees.
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~ Apprentice Information

Apprentice ID Apprentice Rate Percentage Apprentice Period/Level Apprentice/Training Program
| |
Apprentice Approval Apprentice Approved Date Approval Expire Date
Apprentice Registraticn Date Apprentice Approved By
3

2. Default Hourly Paid Fringes: The following section is on Default Hourly Fringes (As paid to a
fund on behalf of employees). If you pay into the same funds at the same amounts for each
hour an employee works, you can fill in this section. You can fill in an hourly amount for
vacation and holidays, Health and welfare (i.e. health insurance, dental or vision, etc.), Pension
(pension or 401K amount contributed by employer only), and all other.

v Default Hourly Paid Fringes (As paid to Fund on behalf of employeg)

Vac /Hol / Dues Health & Welfare Pension Al Other  Training

You may also fill in the “Pre-Tax Voluntary Employee Contributions and Other” section — this is for
amounts that are paid by the employee for health insurance or an employee contribution to a 401K.
You can set this up as a default if it typically does not change —i.e. the employee contributes a stable
amount each week.

| » Default Hourly Paid Fringes (As paid to Fund on behalf of employee)

v Pre-Tax Voluntary Employee Contributions and Other

Pension Medical e )
O Voluntary Contributions Included in Gross Pay

- R— - ]

Finally, you can set up Default Deduction Notes — these will then be inserted into the deduction note
area of each paycheck. Use this section to describe any regularly occurring deductions or contributions.
For example: “Child Support — 11% each week” or “First $350 in fringe to health insurance, remainder to
pension” and so on.

13



~ [EEM{Other Deduction Notes

Default notes will be inserted in each employee payroll record

That’s it — you did it. Review information and hit the “Save” Button. To input further employee, hit
“Reset” — otherwise, hit “Cancel” (which operates as a “back” button).

Cancel Reset I ‘W

14



SECTION 4 - EDITING AN EMPLOYEE

Once again, go to the Set up Tab, and hit the “Add/Edit Employee” button. You then select the
employee from a drop down menu. If you do not use the “Filter Employee Section” function, you will
see all your employees, from all projects, in the drop down. If you limit the employees to a particular
project (or even further to a particular town or last name), you will see fewer employee (or only one) in
the drop down.

v Filter Employee Selection

Select a Project
‘ Test Project X h
Select a City Selecta ZIP Code

—mc v | % [FATZIP Cotes V]

Last Name - Full or Partial (optional)

[ Show Unapproved Apprentices and Expired Approvals
[ Show Apprentices

Load Employees |

Select an Employee

Selectanemplo.. v

The yellow arrow shows the drop-down for employees:

Select an Employee

Select an emplo.. -

I Q]

BECKMAN, SETH Information

BROWN, GAIL

Last Name *
DOE, JANE - |

HEINTZ, CRAIG

Address 2
JAHNER, MATHIAS
PRIGE, RONALD State * Zip *
REVELS, DAVID | [l

VOLK, DAN Employee 1D *

Choose the employee you wish to edit and begin changing information. When you are finished, hit the
“Save” button.

15



SECTION 5 - ENTERING PAYROLL

1. Enter Records: Once you have input your employees, you are ready to begin entering a payroll.
First, go to the “1. Payroll Records” Tab and then hit the “Enter Records” button.

m 1. Payroll Records 2. Notices 3. Certification eDocuments |

Daily Reporter || LCPcertified

Enter Records Direct Payroll Subscrption Edit Certified Payroll Records
Copy Previous Payroll Recovery Act Additional Data Entry

Edit Uncertified Payroll Records FHWA 1391 Additional Data Entry
Upload Records HUD Additional Data Entry

2. Payroll Entry Screen for employee: You will then be directed to a “drop down” for your
employee (previously input):

> |
’ 2_Notices | 3. Certification | Reports ’ eDocumer

Projects 1. Payroll Records

Payroll Record Entry

Week End Date *

I ==

Project *
( Selectapr... v ]

Employee *

[ Select an emplo... 'h

Add Classification | Cancel I Next

16



3. Select Week End Date: You must first choose a Week End date for the payroll you wish to input:

Payroll Record Entry

eek End Date *

— - g—

[ Selectapr.. ]

Employee *

| Selectanemplo... v ]

Add Classification | Cancel I Next |

4. Select Project: Thereafter, you must choose your project from the drop-down project menu-
only those projects to which you are assigned will show up. If you are the prime contractor and
a project which you have been awarded is not on your drop-down project bar, call (701) 328-
2605 and asked to be assigned to the project in LCPtracker. If you are a subcontractor, call the
prime contractor and ask the prime to assign you as a subcontractor to the project.

5. Select Employee: Finally, you must choose the employee to which you are inputting records
from the “Employee” drop-down menu:

Week End Dale *

=
Project *
[ Select a pr. - ]
Employee *
Select an emplo... a
| Q

BERGINSKI,
GREG

BROWN, GA-
DOE, JANE
HEINTZ, CRAIG

JAHNER,
MATHIAS

JONES, BOB

I Cancel I Next I

BECKMAN, SETH
~

PRICE, RONALD ~

6. Chose Job Classification: When you have selected the correct employee, hit the “Next” button.

17



When you do this, the screen will prompt you to choose a classification in which to place the
employee.

Week End Date * I

Test Projec

Employee *
| DOE, JANE v
Add Classlﬂcatlohl || Next I
‘:‘aelecflr Junsdiction | Location | TFCIassiﬁcaﬁon1rCOnstmclion Typd [Notes |
[0 |North Dakota DOT | North Dakota Statewide | LINE CONSTRUCTION | Cable Spiicer| Highway
[1 |North Dakota DOT | North Dakota Statewide | LINE CONSTRUCTION | Groundman | Highway

If the classification you are inputting hours on is listed, just check the box and hit “Next” button.
If the classification is not there, you will need to hit “Add Classification”

7. Add Classification: If you pick “Add Classification,” you will see the following screen:

' Contract Compliance

Classification
North Dakota Statewide | Carpenters
North Dakota Statewide | OJT Trainee Carpenter

Cancel

18



You must go to the Craft drop-down Menu area (see orange arrow).

You will then see:

Add Classifications

Craft
CARPENTERS

Construction Ty;

CARPENTERS

CEMENT MASONS/FINISHERS

ELECTRICIANS

FOREPERSON - SALARIED AND NON-WORKING
LABORERS

LINE CONSTRUCTION

POWER EQUIPMENT OPERATORS

TRUCK DRIVERS

TRUCKER DRIVERS

You must then pick the broad classification (operator, trucker, line construction, carpenter, etc.)

19



Once you choose a broad classification, you will see all job titles within that classification. For
instance, to follow is the list of jobs under “Power Equipment Operator”:

g == WS —

[ POWER EQUIPMENT OPERATORS v

Construction

Select Location Classification Type

Notes
Group 1 - All Cranes, 60 tons & over, Cranes doing
North piling, sheeting, dragline/clam work; Derrick (Guy & <
| | Dakota Stiff). Gentry Crane Operator, Helicopter Operator;  |Highway ¥uh".‘°' ?oww zfruwel, 3-172cy and over.
i Mole Operator or Tunnel Mucking .~ see wage raveling Tower Crane

decision for full notes

Group 2 - All Cranes, mnsmdwbsohns,

Operator, § cy and over, Master Mechanic (when
super-vising 5 or more Mechanics) Mon-O-Rail
Horst Operator, Power Shovel, up to and including
Loader.... see wage decision for full notes 3-1/2 cy. Tugboat

Group 3 - All Cranes, 20 tons and under, Asphalt Hydraulic, 8 tons and over, Operator,
Paving Machine Operator, Asphalit Plant Operator, Concrete Batch Plant Operator (electronic or
Automated Grade Trimmer, Backhoe Operator, 1 cy manual), Concrete Mixer Paving Machine

up to and including 2-1/2 ¢y, Boom Truck, ... see Operator, Concrete Paver; Bridge Decks. Concrete
wage decision for full notes Pump, Concrete Spreader Operator

Group 4 - Articulated/Off Road Hauler; Asphalt Operator (Bituminous). Forkiift Operator, Font End
Dump Person; Asphalt Paving Screed Operator; i
mmb&mmmcymm-n
Locator: Con-sole Board Operator, Distributor. . see
qudwsnnlorillmls

Group 5 - Boom Truck, A-Frame or Hydraulic, 2 tons less than 1-1/2 cy, Mobile Cement Mixer, Oiler
up to and including 7 tons; Broom, Self-Propelled; Power Actuated Auger and Horizontal Boring
Concrete Saw (power operated), Cure Bridge N Machine Operator, up to and including 5", Roller
Ooerator: Front End Loader Ooerator. .. see waae (on other than hot mix asohalt paving): Vibratina

Check the job or jobs you would like to add for this employee and hit the “Add Selected”
button:

You will then be directed back to the Employee Entry page, but with additional classifications:

Payroll Record Entry

Week End Date*

oy By

Type
Figway
Highway
Group 4 - Artcuiated OF Road Hauler; Asphalt Dup Person, Asphalt Paving Sereed Operator (Bituminous); Foridift Operator, Font End Loader, 1112 cy up o and including 3¢y,
(Operator, Backhoe, up to & inciuding 172 cy; Boring Machine Locator: Cor-sole Board Higway  |Grade Person Gravel Screening Plant Operator (not Crushing or Washing} Greaser, Lazer
Operator, Distrbutor... see wage decision for fll notes Screed Operator; Longtudin Float...
POWER EQUIPMENT Group 6 - Brakeman or Switchman; Curb Machine Operator (Manual); Dredge or Tugboat Paint Machne Strping Operator; Pick-up Sweeper, 1 cy and over Hopper Capacity; Scissor
| e |OPERATORS Mmmrmwmmmtmmmmem Higway | dack (Se¥ Propeled) Platorm Lit Straw Mukher and Blower; Stump Chipper Operator,
Gunall.. see wage decision for ful Tractor Puling Compaction or Areating ..

20



Check the classification you added, and then hit “Next” button.

8. Payroll Entry Screen Form: You now see the Payroll Entry Form (2 of 2) for this Employee:

Projects i 1. Payroll Records. |

Payroll record entry form (2 of 2)

Week End Date:  3/27/2016

2. Nofices H 3. Cerfiication ﬂ Reports m eDocuments “ Sel Up 1 Daily Reporter H_L'CPaﬁﬁga_

Contractor:  Brown Construction Company

Project: Test Project Sub To:
Employee: DOE, JANE Contract ID:
[ isForeman [ Is Owner/Operator
Gross Employee  Wages Paid in Lieu Gross Pay All These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Fringes (Cash
{Usually No Cash Fringes) { Sum of all checks Fringes)
Fringes) entered on Base Overtime Doubletime
deductions ) Hourly Hourly Hourly
0.000 0.000 0.000 0 0 0 | 0.000 |
= Classifications

North Dakota Nudh Dakota POWER EQUIPMENT
DOT Statewide OPERATORS

Group 4 - Arficulated/Off Road Hauler, Asphalt Dump Person, Asphalt Paving Screed Operator, Backhoe, up fo &
including 1/2 cy; Boring Machine Locator. Con-sole Beard Operator, Distributor... see wage decision for full notes

« Hours Worked Each Day for This Project Only

Monday  Tuesday  Wednesday Thursday  Friday Satwday ~ Sunday  Total Hours
212016 3222016 I2I2016  324/2016  I252016 3262016 32772016
ReguarTime 0.00 | 0.00 | 000 | 0.00 0.00 | 0.00 0.00 | 0.0
Ovetime at 15 0.00 000 | 0.00 | 0.00 ~ | oo | ooo | boo
Double-Time .00 | o.00 0.00 | o0.00 0.00 | ©.c0 0.00 | ©.00
Total 0.00 000 | ooo | boo | lboo | booo | boo | boo

[ = Fninges / Contributions paid fo others (not employee) for This Project Only (Rate Times the # of Hours Worked)

9.

Input Pay Rates: You are now ready to input hours, rates and fringes for this Employee. First,

input the Base Hourly Rate and Overtime Rate for that employee. You may also enter the
double time rate if you pay double time:

End Date: 3/27/2016
t Test Project
ee! DOE, JANE
Foreman [ Is Owner/Operator

Employee  Wages Paid in Lieu
This Project of Fringes (Total
sually No Cash Fringes)

.000 0.000

Contractor:  Brown Construction Company

Sub To:
Contract ID:

Gross Pay All
Projects
( Sum of all checks
entered on
deductions )

0.000

These fields are Hourly rate fields (Usually No Fringes)

Base Overtime Doubletime
Hourly Hourly Hourly
25.000 37.500 50.000)

21

Rate in Lieu of
Fringes (Cash
Fringes)

0.000




10. Input Cash Fringe Rate (if any): If you pay fringes in cash, put a rate at which they are paid into
“Rate in Lieu of Fringes” area:

n [ is Owner/Operator

ee  Wages Paid in Lieu Gross Pay All These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
ect of Fringes (Total Projects Fringes (Cash
o Cash Fringes) ( Sum of all checks Fringes)
entered on Base Overtime Doubletime
deductions ) Hourly Hourly Hourly

0.000 0.00( 25.000 37.500 50.000 0.000 _

11. Enter Hours: Now it’s time to enter hours for the week:

+ Hours Worked Each Day for This Project Only
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours
3/21/2016  3/22/2016  3/23/2016  3/24/2016  3/25/2016  3/26/2016  3/27/2016
Regular Time 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Overtmeat15 (.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Double-Time 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

You can enter any number of hours into “Regular Time,” but if the number tops 40, you must
begin entering in “Overtime” or “Double-time” or you will get an error. Once you have entered
all your hours, you will have a total. At this point, if you pay fringes in cash, take the number of

hours times the “rate in lieu of fringes” and input the figure into the “Wages paid in Lieu of
fringes (Total cash fringes)” area:

eek End Date.  3/27/2016 Contractor.  Brown Construction Company
roject Test Project Sub To
Imployee DOE, JANE Contract ID

[] 1s Foreman [ 1s Owner/Operator

IGross Employee Wages Paid in Lieu Gross Pay All

These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Fnnges (Cash
(Usually No Cash Frigges) ( Sum of all checks Fringes)
Fringes) entered on Base Overtime Doubletime
deductions ) Hourty Hourly Hourly
0.000 651.200 00( 25.000 37.500 50.000 14.800

+ Hours Worked Each Day for This Project Only

Monday Tuesday Wednesday Thursday Fnday Saturday Sunday

Total Hours
3212016 3/22/2016 32312016 3/24/2016  3/25/2016  3/26/2016  3/27/2016
Regular Time  8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
Overtime at 15 0.00 0.00 0.00 0.00 0.00 4.00 0.00 4.00
Double-Time  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 8.00 8.00 8.00 8.00 8.00 4.00 0.00 44.00
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12. Fringes Paid into Plans: Now to finish fringes. If you pay in cash, and you have completed the
above step, you just need to check the “Some or All Fringes Paid to Employee” button in the
fringe area:

ABlFringes / Contributions paid to others (not employee) for This Project Only (Rate Times the # of Hours Worked)

Voluntary Contributions [ Vac/HolDues Included in Gross Emp. Pay

Vac /Hol /Dues Health & Welf. Pension  AllCther  Training forall Projects @”AH Fringes Paid to Employee
0.000 0.000 0.000 0.000 0.000 Pension  Medical 0] Voluntary Contributions Included in Grass Emp. Pay

More .. More . 0 0 Calculate Fringes |

If you pay fringes into plans, however, you must now fill in fringe amount totals. If you have a
Default setting for fringe, you can hit “Calculate Fringes” and the system will calculate a total
value for each fringe on this paycheck (in example below, default fringes were set for
S1/vacation, $5/health, $ 9.50/pension).

= Fringes / Contributions paid to others (not employee) for This Proiect Only (Rate Times the # of Hours Worked)
Voluntary Contributions [] vac/Hol/Dues Included in Gross Emp_ Pay
Vac / Hol / Dues Health & Welf Pension All Other Training for all Projects ™ Some or Al Fringes Paid to Employee

44.000 220.000  418.000  0.000  0.000 Pension  Medical L] Voluntary Contrigutions Included in Gross Emp. Pay
More More 0.000 0.000 Calculate Fringd, )

If fringes are more irregular, simply fill in the amount of fringe you are paying. For instance, if
you have figured health insurance as worth S5 an hour, and pension as worth $10/hour, you
would fill it in:

= Fringes / Contributions paid to others (not employee) for This Project Only (Rate Times the # of Hours Worked)

Voluntary Contributions (] vac/Hol/Dues Included in Gross Emp Pay
Vac / Hol / Dues Health & Welf  Pension All Other Training for all Projects L] some or Al Fringes Paid to Employee
0.000 220.000 440.000 0.000 0.000 Pension Medical ] Voluntary Contributions Included in Gross Emp. Pay
More More 0.000 0.000 Calculate Fringes

If you have a set amount you pay for insurance with the remainder to a 401K (for instance, $200
week for health insurance and the remainder to 401K), you must pay fringes at $651.20 this
week (514.80 x 44 hours), you would fill this in as follows:
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= Fringes / Contributions paid to others (not employee) for This Project Only (Rate Times the # of Hours Worked)

Voluntary Contributions [J Vac/Hol/Dues Included in Gross Emp. Pay
Vac / Hol / Dues Health & Welf.  Pension All Other Training for all Projects M Some or All Fringes Paid to Employee
0.000 200.000 451.200 0.000 0.000 Pension Medical [ voluntary Contributions Included in Gress Emp. Pay

More Yore 0.000 0.000 Calculate Fringes |

You should note “Health Insurance $200 week, remainder to 401K” in the Notes section.

Payments (If included in paycheck)

Trav/Subs Check Gross Pay Paycheck Amount Check Number * Payment Date
0.000 0.000 0.000
Notes

Health Insurance $200/week, remainder to 401K

Other Deduction Notes

If you pay some of fringes in cash, but some into plans, do the following:

Payroll record entry form (2 of 2)

\Week End Date:  3/27/2016 Contractor:  Brown Construction Company
Project: Test Project Sub To:
Employee: DOE, JANE Contract 1D
[ 1sForeman [ Is Owner/Operator
Gross Employee  Wages Paid in Lieu Gross Pay All These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Fringes (Cash
(Usually No Cash Fringes) ( Sum of all checks Fringes)
Fringes) entered on Base Overtime Doubletime
deductions ) Hourty Hourly Hourly
0000 | [220.000 _.uoo lo | o 1 o ] 5.000 -

* Classifications

Classification

North Dakota North Dakota POWER EQUIPMENT Group 6 - Brakeman or Switchman; Curb Machine Operator (Manualy; Dredge or Tugboat Deck-hand; Drill Truck GraveliTesting
Dar Statewide OPERATORS Gunite Operator Gunall... see wage decision for full notes

~ Hours Worked Each Day for This Project Only

Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours
212016 32212016 3232016 3242016 326216 3262016 32712016
ReguiarTime [goo | g0 | soo [ [soo | fop.oo | oo | fooo | 3200 |
Overtime at 1.5 [0.00 | [0.00 | lo.00 | [0.00 | l4.00 | [0.00 | [0.00 | .00 |
Double-Time  [0.00 | o.00 | lo.00 | 0.0 | poo | [o.00 | o.00 | lo.00 |
Total [Boo | [poo | oo | [goo | doo | fooo | fo.oo | Beoo |

4

Fringes f Contributions paid to others {not employee) for This Project Only (Rate Times the # of Hours Worked)

Voluntary Contributions [ Vacfol/Dues Included in Gross Emp. Pay
Vac /Hol f Dues  Health & Welf. Pension Al Gther  Training for all Projects %] Fringes Paid to Employee
0.000 | |220.000 | |220.0DD 0.000 Pension Medical 1 Woluntary Contributions Included in Gross Emp. Pay
More ... More ... lo | o | | calculate Fringes I
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So, to “mix” fringes as both cash and paid into plans, enter the amount paid in cash under
“Rate in Lieu of Fringes” and take this times the number of hours worked and enter a cash
amount in “Wages Paid in Lieu of Fringes.” Thereafter, enter the amounts you pay into plans
under “Fringes/contributions paid to Others” (in this case, it is $5/health and $5
pension/401K) and check the “Some or All Fringes Paid to Employee” button. The system will
now understand that you are “mixing” payment in cash and plans. As long as the total value of
wage plus fringe meets the minimum from the Wage Decision, LCPtracker will approve this
without notice.

13. Deductions: You will need to fill in the Federal Income Tax, Social Security Tax, Medicare and
State Tax Withholding, as well as any other deductions. If you put any deduction in the Other
section, you will need to explain it under “Other Deduction Notes.” The system will give you a
total on Deductions. You will input Gross Check Pay, and the Paycheck Amount and number
(use unique identifier if direct deposit) and select a payment date. In this section, it is critical
that Paycheck + Total Deductions = Gross Pay. If the math is off, the system will generate an
error. Here is a sample on this section:

{ v Paycheck - Dedctions, Payments and Notes (For Al Projects Worked Thes Wazk)

® Single Paycheck O Multiple Paychecks

Deductions

Fed Tax Social Securty  Medicare State Tax Local Taxes/SDI Other Vac/Dues Savings Total Deductons
496.000  + |184.430 + 43.130 + 43.000 + 0.000 + 177.000 |+ 262.480 |+ 0.000 = 1206.040
Payments (If included in paycheck)

TraviSubs Check Gross Pay  Paycheck Amount  Check Number * Payment Date

0.000 2974.600 1768.560 14 03/2s/2016  |[Hw

Notes

Other Deduction Notes *
lzfzﬁg Union Dues/Vacation

177.00 401K from employee

14. Am | done yet? /Notices: When your input is finished, you can hit the Save button. If the
system goes on to the next employee, you know that all your notices are “soft” in nature = they
give warning, but they do not stop you from filing payroll. If you have “hard” notices, the
system will stay on the input page and generate notices. The type of notice will most often be
identifiable — mistakes like the hourly wage x hours does not equal gross pay, or gross pay minus
deductions doesn’t equal paycheck. Other notices tell you that you might not be paying the
minimum wage — they must be taken care of before certification. Make changes and hit the
Save button — if you have fixed the problem, the notice will disappear. The following is an entry
without notices — it is set to go.

177.00 401K from employee

+ Noftices

There are no notices

Gance |[sove
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15. Violation Codes and what they mean: You will find that you have a certain number of notices
(or violations) on each payroll. Remember that some of these are meant to alert you (such as
warning that total deductions are higher than expected) while others (rate x hours doesn’t equal
total) are meant to alert you that you have likely made a math error. If the Perform Validation

column indicated “No,” it means that the NDDOT has not “turned on” this alert or warning.

1 VAL 1a Checks that basic hourly rate has a value (blus field) YES NOTICE ENFORCE
2 VAL 1b Checks that the value of the stated basic hourly rate is at least the prevalling wage hourly rate. YES WARNING  [ALERT

3 VAL 2a Checks that the overtime hourly rate has a value if overtime hours exist (blue field) YES NOTICE ENFORCE
4 VAL 20 Checks that the stated value of the overtime hourly rate is at least the prevailing wage overtime hourly rats. YES NOTICE ENFORCE
1 VAL 2 gr'ﬁ(\?nﬁ ;gg ;‘;'\J;l: of the hourly overtime rate is the same or higher than the amount posted for the total overtime rate entered info the YES NOTICE ENFORCE
5 VAL 3a Checks that the double time hourly rate has a value if double time hours exist (blue field) YES NOTICE ENFORCE
b VAL 3b Checks that the stated value of the double fime rate is at least the prevailing wage doublefime hourly rate YES NOTICE ENFORCE
5 VAL 3 t%ze;::eigm;hs :;(‘eut: ﬁfe me hourly doubletime rate is the same or higher than the amount posted for the total doubletime rate entered into YES NOTICE ENFORCE
[ VAL 4 Checks that the training contribution meets the prevailing wage requirement NO NOTICE ENFORCE
8 VAL 5 Checks that the total hourly rate mests the prevaling wage requirement YES NOTICE ENFORCE
9 VAL 6 Checks that the basic hourly rate meets the prevailing wage requirement YES WARNING | ALERT

10 VAL 7 Checks that the gross pay al project has a value YES NOTICE ENFORCE
1 VAL § Checks that the paycheck amount has a value. A value of zerois OK but no value is not. YES NOTICE ENFORCE
12 VAL 9 Checks that the paycheck amount is equal to gross pay all projects minus total deductions YES NOTICE ENFORCE
13 VAL 10 Checks that minimum wage has been met YES NOTICE ENFORCE
4 VAL 112 |Checks the standard hours worked per day NO NOTICE ENFORCE
15 VAL 110 |Checks that the sum of all standard hours worked by an employee is less than (<=) § hours NO WARNING ~ [ALERT

17 VAL 120 |Checks if worked hours are more than Standard Hours Per Day, as set in Department Settings, and no double time NO NOTICE ENFORCE
1 VAL 13 Checks gross employee pay is equal to the hours worked fimes the pay rafes stated in the blue fields YES NOTICE ENFORCE
18 VAL 14 Checks if Saturday hours worked 2nd no overtime hours reported (OT/DT) NO NOTICE ENFORCE
19 VAL 16 Checks if Sunday hours warked and no overtime hours reported (OT/DT) NO NOTICE ENFORCE
2 VAL 17 Checks that gross pay all projects is larger than (=) (gross employee pay this project + wages paid in lie of fringes) YES NOTICE ENFORCE
A VAL 18 Checks that an employee standard time is less than (<=) 40 hours YES NOTICE ENFORCE
/] VAL 193 |Checks that overtime pay rate is greater than (==) 1.5 * basic hourly rate. If OT is worked. YES NOTICE ENFORCE
Vi) VAL 190 |Checks that overtime pay rate is greater than (=) 1.5 (basic hourly rate + cash rats in lisu of fringes). If OT is worked. NO NOTICE ENFORCE
Pl VAL 202 |Checks that double time pay rate is greater than (=+) 2.0 * basic hourly rate. If double time i worked YES NOTICE ENFORCE
25 VAL 206 |Checks that double fime pay rate is greater than (=) 2.0 * (basic hourly rate + cash rate in lieu of fringes). If double time is worked NO NOTICE ENFORCE

26




il VAL 200 |Checks that double fime pay rate is greater than (=) 2.0 (basic hourly rate + cash rate in lieu of fringes). If double time is warked. NO NOTICE  |ENFORCE
i VAL 21 | Checks that apprentices have been approved. NO NOTICE  |ENFORCE
i VAL 22 |Checks that basic hourly rate from the appropriate wage determination has a value. NO NOTICE  |ENFORCE
B VAL 23 | Checks that the Total Hourly Rate Stated is sufficient YES NOTICE  |ENFORCE
pil VAL 24 | Checks that Sunday hours worked are at double fime. NO NOTICE  |ENFORCE
0 VAL 25 | Checks that the Total Deductions equals the sum of the deductions entered. YES NOTICE  |ENFORCE
) VAL % g:t; ip{ pézr‘:m l;\lrcm Iggtzmlnation Found" as a Notice, Warning, or Alert. For Calfornia accounts or accounts using combined Davis YES WARNNG  |ALERT

3 VAL 27 |Validates for Work Order 1D in payroll record when project requires Work orders. NO NOTICE  |ENFORCE
% VAL 26 | Checks that the health insurance paid meets the required percentage NO WARNING | ALERT

] TR el
a VAL 30 |Checks that there are 'Other Deduction Notes' when there are other deductions. YES NOTICE  |ENFORCE
B VAL 31| Checks that craft and classification are not equal to Nat Avallzble YES NOTICE  |ENFORCE
3 VAL 32 |Checks that employae's first name has been entered. YES NOTICE  |ENFORCE
4 VAL 33 |Checks that employee's [ast name has been entered. YES NOTICE  |ENFORCE
LA VAL 3 |Checks that employee's street addrass has been entered. YES NOTICE  |ENFORCE
42 VAL 35 | Checks that employee's city has been entared. YES NOTICE  |ENFORCE
4 VAL 36 |Checks that employee's state has been entered. YES NOTICE  |ENFORCE
4 VAL 37 | Checks that employee’s ZIP code has been entered and that s at least 5 characters lang. YES NOTICE  |ENFORCE
8 VAL 35| Checks that employee's ethnicity has been entered YES NOTICE  |ENFORCE
4 VAL 39 | Checks that employee’s gender has been entered. YES NOTICE  |ENFORCE
a VAL 40 |Checks that employee date hired has been entered. YES NOTICE  |ENFORCE
48 VAL 41 | Checks that employes phone number has been entered. YES NOTICE  |ENFORCE
4 VAL 42 |Checks that employee |0 has been entered. YES NOTICE  |ENFORCE
50 VAL 43 |Checks that SSNis not entered. SN field must be blank. NO WARNING | ALERT
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5 VAL 44 Checks that SSN has been entered and in the proper format. NO WARNING  |ALERT
51 VAL 47 Checks that contractor's Local Business License has been entered NO WARNING  |ALERT
52 VAL 45 Checks that SSN has been enterad in the format XXX #82 YES NOTICE ENFORCE
53] VAL 46 Checks that employee’s Driver License information, including state of issue, has been provided. NO WARNING  |ALERT
55 VAL_48 If Daily Log is enabled, it validates that an employee's reported fotal hours match those in the Daily Log. NO WARNING  |ALERT
56 VAL 49 I Daily Log is enabled, it validates that an employee reported in certified payroll is also reported in the Daily Log. NO WARNING  |ALERT
57 VAL_50 Validates that wards, geographic areas, and congressional and siate senate districts are entered for employees NO WARNING  |ALERT
59 VAL 52 Checks that check amount is greater than fotal deductions YES WARNING  |ALERT
81 VAL 58 \cf:g:;\i;;_l l_;t?c:_ enabled, it validates that an employee reported total hours match those in the Daily Log for the reported Craft and NO WARNING ALERT
82 VAL_56 Checks that Wages Paid in Lieu of Fringes are equal to Rate in Lieu of Fringes times Hours Worked on This Project Only. YES NOTICE ENFORCE
125 VAL 53 Confirms Craft/Classification is craft matched NO WARNING  |ALERT
130 VAL 54 Confirms Craft/Classification are entered NO NOTICE ENFORCE
122 VAL 26b gztcsz)jnu;ig:%fg;:;w;elge;;rym\nalian Found" as a Notice, Warning, or Alert. For California accounts or accounts using combined Davis YES WARNING | ALERT
140 VAL 55 If Daily Log is enabled, it validates that the Craft/Classification chosen on the Daily Report match the Craft/Classifcation on the CPR. NO WARNING  |ALERT
150 VAL 57 If Daily Log is enabled, it validates that an employee’s hours reperted in the certified payroll matches the hours reported in the Daily Log. NO WARNING ALERT
224 VAL 59 |f Address Verification is enabled, it validates that the employee's address has been properly verified NO NOTICE ENFORCE

28



SECTION 6 - SETTING UP ADDITIONAL USERS

1. Asacontractor, you might have additional users who need to use your contractor account. You

can add additional users or change their information at the Set Up tab under “Add/Edit
Additional Users.”

Projects 1. Payroll Records 2_Notices 3. Certification | Reports eDocuments ‘ Daily Reporter " LCPcertified ’

Setup Main Menu

Add/Edit Employee

Company Information Add/Edit Craft Name
Copy Employees Add/Edit Work Order

Add/Remove County Match

Fninge Benefits Maintenance

Subcontractor Setup

Edit Login Password Add/Remove Craft Maich

Edit/Reset eSignature Add/Remove Project Match

2. You canthen add the email of an additional user, together with their name and the central
office telephone line:

JORTH DAKOTA DOT - B2GNOW

Projects 1. Payroll Records , 2_ Notices ” 3. Certification ” Reports eDocuments l ‘ Daily Reporte

Add Edit Contractor Logins IAdd Mode}

User

[ Select a user to edit v J

E-Mail (Login information will be sent to this email address)
payrollperson@abc.com |

Name
Paul Payroll \

Phone
505-463-0175] X
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This user will get an automatically generated email with a temporary password, asking them to
choose a permanent password. This user will then have access to the contractor account, but
will not automatically be able to sign payroll. You must decide who will have access to the
password which allows for an eSignature on payroll. This password is separate from all other

passwords. It up to the payroll administrator for each contractor to decide who may use their
password and under what conditions.
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SECTION 7 - SETTING UP AN ESIGNATURE FOR CERTIFIED PAYROLL

You will be asked to set up an eSignature during the set up process as a contractor.

You have the option, on the contractor account, of changing the eSignature password. Go
to the Set Up bar and hit the “Edit/Reset eSignature” button:

RTH DAKOTA DOT - B2GNOW
ojecls 1. Payroll Records 2. Notices l 3. Certification " Reports | eDocuments Daily Reporter H LCPcertified

Setup Main Menu

Add/Edit Employee Add/Edit Craft Name

Add/Remove Project Match

Fnnge Benefits Maintenance

Subcontractor Setup

Edit Login Password

Edit/Reset eSignature

From this screen, you will be directed to the Edit eSignature Page, where the password may
be reset:

T O T TOImTSPOUT TOIroTT

ORTH DAKOTA DOT - B2GNOW

‘ Projects 1. Payroll Records ' 2 Notices i 3. Certification ‘ Reports " eDocuments ’

Edit E-Signature

Daily Reporter ‘

Use this form to change your existing certification password.

Password Rules:**

- Must be at least 6 characters long

- Must contain at least one lower-case letter and one upper-case letter.
- Must be no longer than 20 characters.

User Id

|505-463-0175 |

E-Signature Password Repeat Password
Clear Form I Cancel | Save Password I

** A password with the following characteristics is recommended:
- At least 8 characters long
- Contains at least one lower-case letter, one upper-case letter, one digit (0-9), and one special character like @#3%"&+=

31



SECTION 8 - THE PRIME APPROVER ACCOUNT

1. Once you have been awarded a federal-aid project with the NDDOT, the Wage Administer will
need to assign the contract to a Prime Approver, who will receive and approve electronic
payrolls for all contractors on a project. The Prime Approver will typically be the person who
signs electronic payrolls for the prime, but not always. The function may be assigned for each
project to a different person, or the same person. It is up to the prime contractor.

2. You will sign into the Prime Approver Account with your email, rather than the telephone
number ID assigned to the contractor account. You will know which account you are in based

on the appearance of the account.

A contractor account looks like this:

NDD@ Contract Compliance Training Matenials ‘ Live Chat
North Dakota j . Traning Materls [T =

Department of Transportation
ORTH DAKOTA DOT - B2GNOW

WELCOME Brown Construction Company ign raini Book Now

[ = " ProjectAssignments »

Project Code [Project Name ub To [Contract ID lAssiment Start l)atJ Bid Ad Jl - " !
| | i | I j Eienoney i

12345 Test Project 02/01/2015 04/15/2015 ] Show Info |

67890 Test Project Il 02/08/2016 O Show Info |

Page 1

A Prime Approver account looks like this:

Contract Compliance J§ / User Portal ini i d
North Dakota js Training Materiais  ([JEEEES v

Department of Transportation
NORTH DAKOTA DOT - B2GNOW

| Certifications Violations | Reports Admin eDocuments I Set Up

0 Admin Notices Sign up for No Charge Web Based Training [l sHU S Y

Open Projects

Project Code Project Name Start Date End Date 'Bid Ad Date
12345 Test Project 11/16/2015 1 1/30/2016 | 04/15/2015
67890 Test Project Il 1273172016
Page 1
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3. The Accounts look different because the functions of the two types of accounts are so different.
As a Prime Approver, your primary function is to review, approve or reject certified payrolls.
The first thing you will see as you sign into your Prime Approver Account is all the projects for
which you are the assigned Prime Approver.

CacCompiancel) é

NORTH DAKOTA DOT - B2GNO

r( Hy

0 Admin Notices

Sign up for No Charge MiEsES o BTl

12345 Test Project 11/16/2015 |11/30/2016|04/15/2015
67890 Test Project Il 12/31/2016
Page 1

In the above example, the user is Prime Approver for two Test Projects. If you sign on to your
Prime Approver account and you do not see a project which you have been assigned to on the
Projects Tab, call (701) 328-2605.

4. Your first function will always be to review and approve payroll from both the prime contractor
and all subcontractors who file electronically. Most of your work will be accomplished on the
Certifications Tab:

IORTH DAKOTA DOT - BZGNOW

Progacts | Carnifcations

Project N
O inciude Closed

Contractor

Sub To | Contract 1D

LMDIHI

From Date Ta Date Process Status Accept Status Prime Approval Slatus

. All Process Statuses All Accept Statuses Not Approved, Approved

There are 11 cerlification records found for the above selection

Eontract  week End FI™!  performing? Submitted YIS ::::v-l Approved Accept Status  Accepted Final
Delete | o Constucton | fost 11302016 YES (1202016 | _pDE | |[Approved] 282016 |[ACCEPTED ] (282018 Detais
| Delete |‘5'°""°°""‘"“"°" :::m 13112016 3 ves  [2m2016 | poF | [[Aeproved™] |282016 |[ACCEPTED ] (202016 |[No [¥] |Detats
Delete || 21047 Constructon I,f:)‘“l 212018 ves (2122016 | poF | |[Approved(™] | 2192016 |[ACCEPTED ] | 2262016 |[No [¥] | Detass
‘ Delete | m Iiﬂ g’f’"“_wc"'“mw‘ 10172015| S YES  |2162016 | _pOF | |[Approvedl™] | 2192016 |[ACCERTED 1] 3112018 |[Ves~] | Datais
Company
Delete || 30 Spociaities ,',;’.f;d g;"ﬂ;ﬁ;“m"““m 211312016 1 YES (21182016 |_PDF | |[Approved™] |2/19/2016 |[ACCEPTED [¥] |311/2016|[No [¥] | Detads
I g frioreon Wevlorn, | Toat || xovm Consiraction 21132016 1 No  [2182016 | POF | |[Approveal] |2/19:2016 |[ACCEPTED ] |¥11/2016 [N [] | Datass
Delete | Ef Nown Constuclion | Test 61372015 1 ves  |2nezois | poE ] [ a [Resubmitted 7] [ Detais
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First, choose the Project you want to review and hit the Load Data button. You will then see all
certified payrolls on a project — those you have approved and those that are awaiting for your
approval. You have the option of limiting your page to a particular project or subcontractor and
hitting Load Data. Or, you might only wish to bring up those payrolls you have rejected. You
can do this on the Accept Status bar.

load Data
pm Date To Date Process Status Accept Status Prime Approval Status
% @ All Process Statuses (All Accept Statuses R4l Not Approved, Approved
2l enter keywords  Check all
por] 5
: | ¥ accerED J
Brown Construction | Test - ,
Pelcte | . o Pt 11302016 S pee— 42016 |[ACCEPTED V] |2:82016 |[No [V] | Deta
rown C : M REJECTED
Pelctet] Srows Conssuction ) | Test 112016 | 3 12016 |[ACCEPTED [v] 292016 ([No [v
l Company Project & RESUBMITTED I D
Pelete | Srowr, Construction | Test 2712016 & suBmTTED 1912016 |[ACCEPTED [v] |2/262016 |[No Deg
¥ uppaTED
forherm Test Brown Construction
Pelete [ improvement ., | Ekibi 10172015 5 102016 |[ACCEPTED [v] | 31112016 |[¥es[<] |
Company
elete | 30 Speciatties ;| o CopatiuEdon 2132016 | 1 YEs  [2162016 | poF | |[Approved|v] |21672016 |[ACCEPTED [v] |311/2016 [No [v] Dsq
Poyy isceco Westemy e o — 2132016 | 1 NO (2182016 | poF | |[Approvedlv] |21a12016 |[ACCEPTED [v] | 3112016 [No V] Qeq
Pelctayf oo consucon [Test 6132015 | 1 ves  |2192016 | [por | |f ™ [Resubmitted[] Vo] Deq
2| Pl | ek 22112016 ves  |2262016 | por | [ ™ [AcCEPTED [v]  [2:262016 |[No [¥] oeq
1
T o Sutace.  [Test ¢ || roen Cortnuetion 10242016 1 ves  |utsaote | por | |[Approved[v] | 3152016 |[ACCEPTED V] |3222016 Vo V] Diq
EED| [t |y | Emibi i 10312015| 2 ves 182016 | poF | |f ™ [Submitted ] [No v Deq
. |

6. However you choose to load your payroll, you will need to look at all payroll that are certified,
but not yet approved. Do this by going to the Prime Approval status bar, choosing “Not
Approved” and hitting the Load Data button.

Process Status Accept Status Pnme Approval Status

E All Process Statuses - All Accept Statuses - Not Approved

There are 3 certification records found for the above selection.

From Date

To Date

Payroll * View Prime
Week End No Performing? Submitted A -,

Project | 'Sub To L ed | Lo Approved Accept Status

| Brown Construction " e 0
Delete | ¢ B Project 611212015 1 Yes  |21w2016 | _pF | |f v |Resubmitted|v: No |v| | Details
B | Brown Construction | Test P10 YE P D e 20620 Det
il! Company Project 2212016 S 82010 _FI I IACCE D E] 16||No
| Diamond Surface, Test Brown Construction = -
Delete | ¢ Pt | Compony 103172015 2 YES (3162016 | [ pOF | |f [Submitted No [v]| Details

|Page 1

7. At this point, you must review these payrolls. You can look at the details of the payroll by hitting
the “Details” link under the View Details Bar. This will bring up a summary of the payroll:
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Weex Endlae  [5/13/2015]Y] View Progt iage Dzacheel
ProcessSabis  [Certiied V] Paolbumber 1 |
b St [Resibmitedv] Poromng  YES
Person Submiting Gai Brown Fral
Emgioees Interviened ThisWeek g |

EDIT A
Cortractor Notes ITE’ .

[save | [ Cance | add Wotice | O tde Cosed Nokces

e - —_—
Nokce Type | Notce Tdle | Notce Date | Sts || CreatedBy chon
REJECTION] Recion Notie | 2192016 | CLOSED] qaiannirown@aol com |t Ciose Resend To Case

Payroll Notices.
" Wobce Type 1 Nokce Tite Notce Date | Stahs 17 Acon
PAYROLL - NOTICE 2130016 CERTIFIED| Delete View

Payroll Record Details ...

o[ s s l

Count

North Dakota LABORERS Group 4 - Dol Rurnier (ncludes Wagon Caum o Alr Track), Pipe Layers (sanitary sewer. slorm sewer, wales, & gas lines); Powderman, gunite & sancblast
DoT Nczzleman; Remforting Steel SettersTiers: Concrele Finisher Tenger

You can look at the status, administrator notices, and the history of the payroll. The above
screen shows the history of a payroll that was input by the prime contractor, superseded, then
certified, then rejected and recertified as an edited payroll. If you hit the “Audit” or “View”
buttons, you can view the details of a particular worker, including notices of violations:

(next page)

35



Week End Date:  6/132015 Payrcll No: 1
Project Test Project Contractor  Brown Construction Company
Employee: DOE, JANE Sub To:
O isForeman O Is OwneriOperator Contract ID
Gross Employee  Wages Paid in Lieu Gross Pay All These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Fringes (Cash
{Usually No Cashfnnges)  (Sumofall checks Fringes)
Fringes) entered on Base Overtime Doubletime
deductions ) Fourly Hourly Hourly
0.000 0.000 0.000 0 0 0 0.000

LABORERS | Group 4 - Drill Runner (includes Wagon Chum or Air Track); Pipe Layers (sanitary sewer, storm sewer, water, & gas lines), Powd:

. gunite & . Re
DOT Statewide Setters/Tiers: Concrete Finisher Tender

~ Hours Werked Each Day for This Project Only

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total Hours

&TR2015  @82015  EA2015  BAOR015 612015  6M22015  &M3R2015
RegularTime  0.00 0.00 0.00 0.00 0.00 0.00 0.00 l0.00
COvertime at 1.5 9.00 0.00 0.00 0.00 0.00 0.00 0.00 lo.00 |
Double-Time  0.00 0.00 0.00 0.00 0.00 0.00 0.00 boo ]
Total 0.00 | 0.00 | 0.00 loo0o | 000 | [0.00 | 0.00 | 0.00

|~ Fringes ! Contributions paid to others (not employee) for This Project Only (Rate Times the # of Hours Worked)

Voluntary Contributions. J VactHolDues Included in Gross Emp. Pay
Vac /Hol /Dues Health & Well  Pension Al Other  Training for all Projects [ 'Some or Al Fringes Paid 1o Employee
0.000 0.000 0.000 0.000 0.000 Pension Medical 0 Voluntary Contributions Included in Gross Emp. Pay
More .. More . 4] o

~ Paycheck - Deductions, Payments and Notes (For All Projects Worked This Week)

@ Single Paycheck O Multiple Paychecks

In this way, you can look for violations. At the very bottom, you will see the Notices screen,
which will give you a warning that something might be wrong with the payroll.

+ Nofices

These are no natices

In the above example, you simply know that there are no notices for this employee. If you hit
“Audit,” the system will show the employee as audited if you hit the “Revalidate” button. After
you have checked all employees, you can approve the payroll.

Go back to the Certifications tab, and go the Prime Approval column. If you are satisfied, note
“Approved.” At this point, the payroll will automatically appear on the project engineer’s
account — that is, you have now submitted the payroll in question to the project engineer.
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Department of Transportation
NORTH DAKOTA DOT - B2GNOW

Project

[ inchude Closed TestProject X v

Contractor All Contractors M
Sub To | Contract ID | All Assignments v

From Date To Date Process Status Accept Status. Prime Approval Status

@ I:l@ All Process Statuses ~ [l All Accept Statuses [l Not Appraved

There are 3 cerfification records found for the above selection

Contractor Project SubTo ContractID | Week End | Payroll No | Performing? || Submitted | View CPR | Prime Approval - | Approved | Accept Status Accepted |Final | View Details
| Delete | |Brown Construction Company Test Project 61372015 1 YES 2192016 | PDF m . | bmitted . Nl. Details
pprove
Delete | |Brown Construction Company | Test Project 212112016 YES 22612016 PDF ACCEPTED . 20262016 ||No Details
| Delete | |Diamond Surface, Inc Test Project | Brown Construction Company 103172015 2 YES  |M162016 || pDF V] ‘ [Submitced [v] No |v] |Detais
Page 1

© LCPtracker, Inc. Al rights reserved.

What if you find something which needs to be corrected? You must reject the payroll. In that
event, you will go to the Accept Status Bar and choose the Rejected option. The system will ask
you “Are you sure you want to Reject” and you will answer yes. At this point, you must tell the
subcontractor why you are rejecting the payroll. The following screen will pop up, allowing you
to do this:

Rejected CPR Notice Comments®
M Reason for Rejecting the CPR

‘ ~

\pproval Status

| W-oroved |

‘Confidential Rejection Note

~

iew CPR  Prime Approval  Approved

There are two areas on this screen. The first allows you to type in the reason for the rejection.
This message will actually go to the subcontractor. The second area allows you to make a
confidential rejection note to yourself. This is completely up to you. After completing this, hit
okay. To follow is an example on how you might handle this:
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Rejected CPR Notice Comments
B Reason for Rejecting the CPR

Missing employee.

Confidential Rejection Note

I did not see Bob Jones on the payroll, but I did see
him onsite. |

However you choose to note it, the payroll is now Rejected. The subcontractor will receive very
clear notice of this (to follow is the contractor screen)

{ORTH DAKOTA DOT - B2GNO

- —
P ——— —— —
Project Code Project Name |Sub To Contract ID' Assignment Start Date Bid Ad Date Rﬂ!ﬂ
12345 Test Project 02/0122015 041572015 O Show Info |
67890 Test Project Il 02/0822016 O Show Info
Page 1

And

WELCOMNE Brown Construction Company Sign up for No Charge Web Based Training ow

Project:

Test Project -

Reminder: You h

lick on the orange "Edit™ button tc

Payroll Certifications

Week End Date Performing Accept Status Prime Approwval
03/20v2016 YES ACCEPTED |Approved Edit
022172016 YES ACCEPTED __ ) _meport | _Details ]
02/07/2016 YES ACCEPTED Approved Edit | _Report | _Details |
01/31/2016 YES ACCEPTED |Approved Edit ] _Report | _Details |
01/30/2016 YES ACCEPTED roued Edit | _Report ] _Details )
D6/13/2015 YES W ) _report ) _Details )
Page 1 N
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As you can see, your subcontractor will get very clear notice of the rejection, together with an
email outlining the rejection sent to the payroll administrator of the subcontractor. The
subcontractor can edit and resubmit the payroll. Until they do so, the Project Engineer will not
be able to see the payroll.

. Likewise, once the Project Engineer has received the payroll, he or she may Accept it or may ask
that the payroll be amended.

From Date ToDate Process v Actegt Stztus Pime Aoproval Stz

35 O T O

There 3re 11 certfzabon records found for he above selection

(oot WeskEnd PoyolNo Peoming? Submited VewCPR PimeAoproval Approwed Aot Sas Acoated i

Dekte | Brow Corsucin Compary Tt Proge 190016 e |16 | we| [ypoedy] a2 j]mrm Mo V] [Des
Dekte | Brown Corsucion Congany | Te P was | 3| v s | we| [pely] (826 o] 06 “EE Detis
Dekte | Brown Corsucion Company | Te P it e o | we| [pedy] (2906 feEm] 82 foM [l
ekt | Nt mprovemen Conpany  TestProset.[Erown Cnsiucion Conpary 1017205 |5 YES (2162016 J)LLMrwedF 219008 |lsccepTeD v| 31100 [fesvl et

In the above example, the payroll has been Accepted by the Project Engineer. The Prime
Approver may not accept under the Accept Status column, so if you see “Accept” in this area,
you know that the Project Engineer has accepted the payroll in question. The Project Engineer
may also send you or the subcontractor an administrative notice and delay accepting your
payroll until some error is fixed. If this happens, you as the Prime Approver are ultimately
responsible for getting the error fixed, and in rejecting/approving payroll. In general, the
acceptance of the Project Engineer will be the last step on payroll, but there may be an error
discovered later, such as when the project is finaled. In this instance, you may need to “Permit
Edit” on a payroll that was completed by a contractor more than 60 days prior.
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1.

SECTION 9 - INTERFACES AND SPREADSHEETS

If you have a large workforce and do your payroll using an accounting or payroll
program, inputting payroll each week is likely not a cost effective option. You will need
to decide on one of 3 options to create an interface between your software and
LCPtracker.

The first option is the Direct Interface. Some software packages, such as Foundations,
have an interface to LCPtracker “built into” the system. You will need to enter craft
codes and craft matches, and address other small issues, but if you have this option, you
will likely be able to quickly get LCPtracker set up and working with your existing
software.

If you do not have a Direct Interface, LCPtracker will build one for you for a small fee.

Go to Payroll records tab, and hit the “Direct Payroll Subscription” button:

QL

part t of Tr tati

RTH DAKOTA DOT - B2GNOW

w 1. Payroll Records

Daily Reporter

Direct Payroll Subscniption Edit Certified Payroll Records

Copy Previous Payroll Recovery Act Additional Data Entry
Edit Uncertified Payroll Records FHWA 1391 Additional Data Entry
Upload Records HUD Additional Data Entry

This will take you to the following screen, where you can order a Direct Interface for
$595.00. You will be asked to provide four sample certified payrolls (pdf or csv) and the
name of your accounting program. LCPtracker will build the interface in 3-4 business
weeks. (see following page)



4.

2 Notces I 3 Certficabon

STEP1 Sl sty oty (" To use this capabilty you wil need to: \
Select the CPR o create the model from
Browse... 1. You must Submit at least 4 samples of your existing CPR. Must be PDF format or CSV (comma separated value)
May NOT be scanned copies.

Select the sample CPR to create the model from
Browse... 2 Purchase new or Update existing DPI. A credit card s required. After browsing for your 4 samples click
—] on the Activate or Update DPI now
Select the CPR 1o create the model from
Browse... 3. LCPtracker will review your submittal and ask for any additional informaton required.

Select the CPR 1o create the model from 4. LCPtracker will then bus'd the data model and map the data in your report to the fielcs in LCPtacker
—, 5. It may take 3 - 4 business weeks {0 process the map, test it, anc brng online. We will notify you when your
Accounting System DP! is ready so you can uplead your exsting CPR
Select Account Sysiem ) 6. Complete Craft Matching. Click the following fink to be directed to DPI Craft Matching tutorial
DP1 Craft Malching Tutonal
Confm Your Company Name_ :
Srown Construction Company 7. Contracior o upload ceriified payroll sach week using DPY
Confirm Your Name
Gail Brown - >
Confirm Your Email
gailannbrown@aol.com
Confirm Your Phone Number

505-463-0175

Contractor License No_ or 10-digit Phone Number
505-463-0175

Cancel

STEP2

If you do not have a Direct Interface, and do not wish to purchase one from LCPtracker,
a number of our contractors have found assistance on creating an interface with Tech
Support from their accounting software or service.

If none of the above options work for you, you can create an interface using an Excel
Spreadsheet. Go to the Payroll Records Tab and hit the Upload Records button:

Dakota P /4 T S ————
artment of Transportation
TH DAKOTA DOT - B2GNOW |

Direct Payroll Subscnption Edit Certified Payroll Records

Recovery Act Additional Data Entry

Edit Uncertified Payroll Records FHWA 1391 Additional Data Entry

HUD Addtional Data Entry

o
=)
°
~
3
@
s,
2
&
0
0
~
=1
=3




You will then be directed to a screen from which you can download an Excel
Spreadsheet designed for LCPtracker, and upload the Spreadsheet once complete.

\‘n P}, Dkyﬂ-f [Ecnvact Compiancel [EUserPorafl] ool BEoccuf (e cra

JORTH DAKOTA DOT - B2GNO'

Pocoll| TN (|| Novces Reporisll leDocuments LCPeertied

Upload Records

Select week end date

— Select Project — v |

Select a location

[ calculate fringes automatically [JUse "NOT AVAILABLE" if crafts is unmatched

Select the file to upload:

m [T Bl Download spreadsheet te:

Click on the Help button to access information regarding accounting / payroll system interfaces.

Browse...

6. Please direct questions on interfaces and uploads to LCPtracker Support at the
following:

Support

Email Support:

Please email support@Icptracker.com
To assist cur support technicians with getting back to you as quickly and efficiently as possible,
please include your User 1D, a direct callback number, contact name, and a brief description of the

issue.

Thank you

Phone Support:

(714) 669-0052 Option 4
Support Hours

Monday - Friday 5:00am - 6:30pm PST
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7. Whichever Interface or Upload Option you decide on, you will likely need to input and
match craft codes. There is an excellent explanation on how to do this in the Training
Materials section of the Customer Portal:

How to edit your payroll records BEFORE you submit to your
Prime/Admin/Agency. [8/13]
View ENTERING PAYROLL RECORDS Manual entry of Payroll Records - field by field definitions. [8/13] Document

Did you received notice - VAL_297 Do you need to I3 verify your
employees? (View this help document for assistance). [8/13]

How to assign Geographic Area Section - IF REQUIRED in your
Add/Edit Employee Setup. [8/13]

LCPtracker Support Staff is here to assist with technical use of
LCPtracker. However, there are scenarios that you will need to contact
View SHOW INFO - WHAT IS THIS AND WHY DO | NEED TO KNOW your Prime/General and/or Labor Compliance/Prevailing Wage Document
Administrator. "Show Info'. PLEASE view this Help document for those
scenarios. [8/13]

How to enter your employees into LCPtracker, OR How to edit any

View EDIT PAYROLL before CERTIFICATION Document

View 19 VERIFY YOUR EMPLOYEES IN LCPTRACKER Document

View GEOGRAPHIC AREA ASSIGNMENT - ADD/EDIT EMPLOYEE Document

View EMPLOYEE SETUP - ADD/EDIT YOUR EMPLOYEES AR S Document

pre ered infoirmation into setup. [10/13]
fi

View CRAFT MATCHING (REQUIRED FUNCTION TO USE WITH DATA UPLOAD)' ralk, County or Project Match for data uplaads (for Document

thi sing an uploading option for payrolls). [10/13]
z - " Four different scenarios on how to deal with input of Vac/Hol/Dues in
View VACATION/HOLIDAY/DUES LCPrracker [04/14] Document
— PAYMENT.IRAGKING - OPTIONAI EEATURE If your Agency chooses to require, see this document for assistance. -

Remember to set up your Craft Codes and then do a Craft Match. If you are getting
errors in this area, it can be a good idea to rematch craft codes.
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SECTION 10 - OJT TRAINEES AND USDOL APPRENTICES

1. If you have an OJT Trainee approved by the NDDOT working on your federal-aid job, and
you are paying that Trainee less than the Davis-Bacon minimum wage plus fringe, you
will need to choose the appropriate OJT classification for the trainee.

When you “Add Classification” for your OJT Trainee, choose the applicable OJT Trainee
category. To follow are the OJT categories for Power Equipment Operators:

Construction

Select Location Classification Type Notes
Group 1 - All Cranes, 60 tons & over; Cranes doing piling,
O North Dakota | sheeting, dragline/clam work; Demick (Guy & Stiff); Gentry Crane Highw Machine; Power Shovel, 3-1/2 cy and over; Traveling Tower
Statewide | Operator; Helicopter Operator; Mole Operator or Tunnel Mucking... g Crane
see wage decision for full notes
Group 2 - All Cranes, 21 tons and up to 59 tons; Backhoe : .
O North Dakota | Operator, 3 cy and over; Creter Crane; Dredge Operator, 12" and _— Operalormg:g and over, Masler' m’;m (whenpsme!—wsmg 5
Statewide | over, Equipment Dispatcher. Finish Motor Grader. Front End Highway Scmors Mac e o R o et
Loader... see wage decision for full notes up "3 ¥, 1ug
Group 3 - All Cranes, 20 tons and under; Asphalt Paving Machine Hydraulic, 8 tons and over; Cableway Operator, Concrete Batch
O North Dakota | Operator; Asphalt Plant Operator, Automated Grade Tnmmer; Highwa Plant Operator (electronic or manual); Concrete Mixer Paving
Statewide Backhoe Operator, 1 cy up to and including 2-1/2 cy, Boom Truck, Y Machine Operator; Concrete Paver; Bridge Decks; Concrete
. see wage decision for full notes Pump; Concrete Spreader Operator ...
Group 4 - Articulated/Off Road Hauler; Asphalt Dump Person; Operator (Bituminous); Forkiift Operator; Font End Loader, 1-172
North Dakota | Asphalt Paving Screed Operator; Backhoe, up to & including 1/2 - cyup!aandmcludng3cy GmdePerson GlavelScreerlng
O Highway y
Statewide cy Bonng Machine Locator Con-sole Board Operator; Plant Op (not Crushing or \ ), Greaser; Lazer
. see wage decision for full notes Screed Opefator Longnudmd Float ..
Group 5 - Boom Truck, A-Frame or Hydraulic, 2 tons up to and less than 1-1/2 cy; Mobile Cement Mixer; Oiler; Power Actuated
O North Dakota | including 7 tons; Broom, Seif-Propelled; Concrete Saw (power bl Auger and Horizontal Boring Machine Operator, up to and
Statewide |operated); Cure Bridge Operator; Front End Loader Operator, ... Highway including 57; Roller (on other than hot mix asphalt paving);
see wage decision for full notes Vibrating Packer Operator (Pad Type)...
Group 6 - Brakeman or Switchman; Curb Machine Operator Paint Machine Stniping Operator; Pick-up Sweeper, 1 cy and
O North Dakota | (Manual); Dredge or Tugboat Deck-hand; Drill Truck sohw: over Hopper Capacity; Scissor Jack (Self-Propelled) Platform
Statewide | Gravel/Testing Operator; Form Trench Digger (Power); Gunite Hhghway Lift; Straw Mulcher and Blower; Stump Chipper Operator; Tractor
Operator Gunall... see wage decision for full notes Pulling Compaction or Areating ...
O |Noth Dakota) o,7 Trainee - Group 1 Highway
North Dakota -
O Statewide OJT Trainee - Group 2 Highway
0O |NoahDakota) o, Trainee - Group 3 Highway
0O |NorthDakota) 6,7 Trainee - Group 4 Highway
O g'::h Dakota OJT Trainee Group 5 Highway
0O |NothDakod| 6 7 Trainee Group 6 Highway
| I

a2

You will also find OJT categories for Carpenters, Cement Masons and Truckers. This
designation will allow you to pay the OJT trainee at 80-95% of the craft minimum.

2. If you have a USDOL Apprentice on the Project, set him or her up under the “Add/Edit

Employee” function. Please call (71) 328-2605 for guidance.
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